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Program 102 Job Aid Overview 

This job aid is a continuation of the items discussed in the Program 101 job 
aid. The Program 102 job aid provides step-by-step instructions for tasks 
relevant to program management in the GSA OLU (powered by SAP). Topics 
covered in this job aid include: user management, email notifications, and 
reporting. 
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USER MANAGEMENT  

Assign Program 

0ÒÏÇÒÁÍÓ ÁÒÅ ÌÅÁÒÎÉÎÇ ȰÃÏÎÔÁÉÎÅÒÓȱ ÔÈÁÔ ÃÁÎ ÈÏÕÓÅ Á ÓÅÒÉÅÓ ÏÆ ÌÅÁÒÎÉÎÇ ÁÃÔÉÖÉÔÉÅÓ ÓÕÃÈ ÁÓ ÉÔÅÍÓȟ ÌÉÎËÓȟ ÁÎÄ ÖÉÒÔÕÁÌ 
sessions. Programs can be assigned to users using two different methods: via Program Administration Page or via 
User Needs Management Page. 
 

Via Program Administration Page 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰLearningȱ 
icon.  

 

 
 

2. Click on the Programs tab in the left menu frame. You will be directed to the area of the system where you can 
search and view the program you wish to assign. 
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3. Enter the Title of your desired program. You can use the drop-down menu associated with most criteria to 
ÒÅÆÉÎÅ ÙÏÕÒ ÓÅÁÒÃÈ ɉÅØȡ ȰÓÔÁÒÔÓ ×ÉÔÈȱ ÖÓȢ ȰÃÏÎÔÁÉÎÓȱɊȢ #ÌÉÃË Search to search for your desired program. 

 

  
 

4. Locate your desired program. Click on the Program ID to select and open the program. 

 

  
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

TIP: Click the 
Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ 
to refine your 

search. 

TIP: Click the 
ȰField Chooserȱ 
button to refine 

your search 
results. 
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5. On the Program Administration Page, locate the Actions Menu and click Assign. This will take you to the User 

Needs Management Page. 
 

 

 

6. From the User Needs Management page, click on add one or more from list to find users you wish to assign 
the program to. 
 

 
 

7. Enter a keyword (or last name) associated with the user or leave blank to add multiple users. Click Search to 
find users.  
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8. Select your desired user(s). Click Add to select the user(s) and return to the User Needs Management page. 
 

 

TIP: Click the 
Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ 
to refine your 

search. 
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9. Repeat steps 6 ɀ 8 to add more users. Once you have added all desired users, click Next  to advance to the next 

step.  
 

 
 

10. Confirm the program(s) to be assigned. Click Next  to advance to the next step.  
*** NOTE: Click on add one or more from list to select more programs to add (if needed). 
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11. Edit (if needed) and confirm the program assignment type and assigned date for the selected users. Click Next  

to advance to the next step.  
 

 
 

12. Click Schedule Job. 
 

 
 

13. Select Run this job immediately, if allowable, then click Finish to assign the program. 
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14. You have successfully assigned the program! Click OK to return to the Program Administration Page. 
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15. Once you are back to the Program Administration Page, you can perform additional administrative tasks 

related to your program or exit the page. 
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USER MANAGEMENT  

Assign Program 

Via User Needs Management Page 
 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰUsersȱ ÉÃÏÎȢ  
 

 
 

2. Click on Tools in the left menu frame to expand the tab, then click on User Needs Mgmt. 
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3. On the User Needs Management Page, select Add Programs as the management action you want to perform. 

Click Next  to advance to the next step. 
 

 
 

4. Click on add one or more from list to find users you wish to assign the program to. 
 

 
 

5. Enter a keyword (or last name) associated with the user or leave blank to add multiple users. Click Search to 
find users.  
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6. Select your desired user(s). Click Add to select the user(s) and return to the User Needs Management page. 
 

 

TIP: Click the 
Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ 
to refine your 

search. 
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7. Repeat steps 4 ɀ 6 to add more users (if needed). Once you have added all desired users, click Next  to advance 

to the next step.  
 

 
 

8. Click on add one or more from list to select your desired program(s) to assign. 
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9. Enter a keyword associated with the program or leave blank to search all programs in the system. Click Search 

to find your desired program.  
 

 
 

10. Select your desired program(s). Click Add to select the program(s) and return to the User Needs Management 
page. 
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11. Repeat steps 8 ɀ 10 to add more programs (if needed). Confirm the program(s) to be assigned. Click Next  to 

advance to the next step.  
 

 
 

12. Edit (if needed) and confirm the program assignment type and assigned date for the selected users. Click Next  
to advance to the next step.  
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13. Click Schedule Job. 

 

 
 

14. Select Run this job immediately, if allowable. Click Finish to assign the program. 
 

 
 
 
 



Powered by: Page 16 | © 2017 eSkillz Corp. All rights reserved. 

 

Program 102 Job Aid 

 

 
15. You have successfully assigned the program!  
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USER MANAGEMENT  

Remove Program 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰUsersȱ ÉÃÏÎȢ  
 

 
 

2. Click on Tools in the left menu frame to expand the tab, then click on User Needs Mgmt. 
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3. On the User Needs Management Page, select Remove Programs as the management action you want to 
perform. Click Next  to advance to the next step. 
 

 
 

4. Click on add one or more from list to find users you wish to remove from a program. 
 

 
 

5. Enter a keyword (or last name) associated with the user or leave blank to add multiple users. Click Search to 
find users.  
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6. Select your desired user(s). Click Add to select the user(s) and return to the User Needs Management page. 
 

 

TIP: Click the 
Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ 
to refine your 

search. 
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7. Repeat steps 4 ɀ 6 to add more users (if needed). Once you have added all desired users, click Next  to advance 

to the next step.  
 

 
 

8. Click on add one or more from list to select your desired program(s) to remove. 
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9. Enter a keyword associated with the program or leave blank to search all programs in the system. Click Search 

to find your desired program.  
 

 
 

10. Select your desired program(s). Click Add to select the program(s) and return to the User Needs Management 
page. 
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11. Repeat steps 8 ɀ 10 to add more programs to be removed (if needed). Confirm the program(s) to be removed. 

Click Schedule Jobs to advance to the next step.  
 

 
 

12. Select Run this job immediately, if allowable. Click Finish to remove the program. 
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13. You have successfully removed the program!  
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USER MANAGEMENT 

Record Item Completion 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰUsersȱ ÉÃÏÎȢ  
 

 
 

2. Click on Tools in the left menu frame to expand the tab, then click on Record Learning ɀ Multiple . 
 

 
 

3. On the Record Learning - Multiple Page, select the kind of learning you wish to record. 
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4. To select an item to record learning, click on the  icon. A popup window will open with a list of item search 
criteria. 
 

 
 

a. Enter a keyword associated with the program or leave blank to search all items in the system. Click 
Search to find your desired item.  
 

 
 

b. Select your desired item(s). Click Add to select the item(s) and return to the Record Learning - Multiple 
Page. 
 

 
 
 
 
 

4)0ȡ #ÌÉÃË ÔÈÅ Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ ÔÏ ÒÅÆÉÎÅ ÙÏÕÒ 

search. 
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5. To select a user to record learning for, click on the  icon. A popup window will open with a list of user search 
criteria. 
 

 
 

a. Enter a keyword (or last name) associated with the user or leave blank to add multiple users. Click 
Search to find users.  
 

  
 

b. Select your desired user(s). Click Add to select the user(s) and return to the Record Learning ɀ Multiple 
Page. 

TIP: Click the 
Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ 
to refine your 

search. 
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6. Repeat step 5 to add more users (if needed). Once you have added all desired users, click Next  to advance to 
the next step.  
 

 
 
 
 


